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9 July 1957

MEMORANDUM FPOR: Chalrmen, ARIP
BUBJECT : Physical Contro® of IAC Documents and Fnelosures.

1. The physical coatrol of intelligence documsnts in the IAC has evolved
by now into three releatively specialized operations. These relats to (1) plein
charts, photographs, books, periodicals, pamphlets, correspondence, etc., and
(3) reports or enclosures which are not reproducible due to fsulty printing, or
damege in use, thereby making simltaneous use by two or more requetters impossible.

2. The AHIP is promoting & number of measwres to improve and expand IAC
document, services. Many of these point to increased use of CIA'a document
facilities. Befure this occurs on any large scale, it is extresely important
that the physical control of documents be brought to a high state of perfection
otherwvise the existing facilities will be swamped with high-cost searches for
poorly controlled items.

3. The control of infermetion reports without enclosures sppeers to be
fairly efficient and satisfactory throughout the IAC. All agencies meintain
relatively complele files of their own documents. CIA in turn operstes & two~
part system covering ell JAC documents released to it. Those documents Judged to
ba of substantive value are indexed, filmed and copied or demand for requesters
throughout the commmity. Those of very limited intelligence interest are not
indexed but are stored in hard-copy form end may be consulted or copled on re-
quest. Rewaining limitations on this commmunity pattern are almost entirely
economic, not technieal in pature. Unlimited, high-speed copylng of infor-
mation reports is expensive, and none of the present-day facilities is geared
up in staff, space and equirment to provide this level of service.

k. An estimeted one-fourth of the information reports profuced by the
IAC agencies are accompanied by enclosures. Comumunity control of these enclosures
is improving slowly but it is still sericusly inadsquate as the following will
suggeat. The AHIP is Just begimding to look into the problem of comsistent
citation of such items. The document channels are probably overburdened with
categories of snclosures which ecould be better handled under other, for instance,
open litersture procurement systems. The quantity of copies of each enclosure
is almost invariably liamited, frequently single«copy, so that circulation of
its cover document through many hends in meny agencies generates demend, most of
which must go unsatisfied when the enclosure has not been processed into a central
system. CIA has fllmed all single-copy enclosures which it acquired on & retention

Approved For Release 2000/05/23 : CIA-RDP67-00896R000100160024-1



Approved For Release 2000/05/23 : CIA-RDP67-00896R000100160024-1

basis since about 1950; it has undertaken to film selected loan enclosures from
other agencies since 1953. At the present time, howaver, this covertge appears
1o be about S0% effective. In ons recent two-week period only 1,119 enclosures
out of 2,147 cited in IAC information reports came into the agency for fliming,
indexing and storage.

Meny circumstances explain the present haphazard control of enclesures.
Some are sttsched to documents regquiring prompt response by "action" offices.
The document processing personnel lack the suthority to interfere with the
gction time schedule even though failure to take an hour for microfiining means
thet the item disappears pesrmanently from library chennels. Other enclosures
are recognized as duplicates, or too bulky, or of marginal interest; or in
color which cannot be copled or illegible.

5. The following IAC-wide program for control of enclosures 1s proposed:

» gtendards for adnission of enclosures into
! channeis. I [IP members can agree, for
instance, that open litarsture as a rule will be handled through
specislired FPO channals, then both systems will profit from con-
sistency and eliminetion of duplication.

b. Develop common stanfards for the d.isgggitmu of specialized
categories of enclogures. Agre on handiing of film and
maps, for instance, should relieve central document syslems of
sny responsibility for retrieval and automatically direct the

requester to the specimlized register or library which would
guarantee avallability of the enclosure.

C. W fo. the identification of unreproducible
documents_and enclopures &ri for their aafekg__egl.rxsxg:_ Community
Yules are needed to specily level of acceptabiiily of document
reproductions, to provide for central librery control of unique
material and to corpromise the conflict of interest between the
specialist who require the given encloeure for reseaych or
evaluation purposes and the librery which seeks to guarsntee its
aveilability indefinitely to the community.

d. Let each IAC sgency agrea to mierofilm according to conmnit

: available specified circumstances provided that the agency
g concerned supplied the necessary manpower. CIA might elso

‘ process the exposed film and guarantee the indexing anc source
card control of all such itema.
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e. BEsteblish by TAC agreement that film copy of documents shall

ordinarily be suppiied in resposse to inter-librery loan re-
quests for enclosurss and that the receiving sgency shail

bear the cost of sny production of paper prints thersfrom.
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